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Overview

● Student groups & School Fees

● Course Fees

● External Fees

● Integrations

● Flat File Invoice Upload



Section Title
Student Groups & School Fees



Student Groups & School Fees

1. Navigate to School Fees
a. Under “Admin Tools,” navigate to “Fees” > “School Fees” > “Assess”

2. Select an existing Invoice Template & the Recipients 
a. Select a Provider and an Invoice Template
b. Select what students to invoice
c. Click “Next”

3. Assess the Fees
a. Review the invoices that will be assessed
b. Click “Assess Fees”
c. Click “Export” to export a report of the assessed fees
d. Click “Results” to view a webpage view of that report

Create Invoices using School Fees



Student Groups & School Fees

1. Navigate to Student Groups
a. Under “Admin Tools,” navigate to “Students” > “Student Groups”
b. Click “Add”
c. Click “Import CSV”

2. Upload a CSV File
a. Under the “Students” tab, click “Select CSV”
b. Select the CSV file that has a list of student numbers
c. Set the student number column (A=0, B=1, C=2, D=3, Etc.)
d. Check “Skip first row” if your file has a header row
e. Click “Process CSV”

3. Create the Group
a. Click “Next”
b. Click “Create”

Create Student Group via CSV Import







Student Groups & School Fees

1. Navigate to School Fees
a. Under “Admin Tools,” navigate to “Fees” > “School Fees” > “Assess”

2. Select the Student Group
a. Select a Provider and an Invoice Template
b. Rather than setting School Filters, check “Student Group”
c. Select the desired group from the dropdown
d. Click “Next”

3. Assess the Fees
a. Review the invoices that will be assessed
b. Click “Assess Fees”
c. Click “Export” to export a report of the assessed fees
d. Click “Results” to view a webpage view of that report

Assess Fees for a Student Group





Section Title
Course Fees



Course Fees

1. Integration with SIS
a. Configured to bring in Course Enrollment

Setup

3. Invoice Template
a. Store designation
b. Department designation
c. Due Dates
d. Notification options

4. Course Fee
a. Assign an Invoice Template to a specific Course

2. Fees
a. Amount due
b. Payment Method (Bank Account) to use
c. GL Account assignment



Course Fees

1. Fees > Course Fees > Manage
2. Add or Edit from list

a. Course Fee ID - No need to change
b. Course Fee Name - Internal Only
c. Course Fee Description - Internal Only (Recommend adding Course Code)
d. Invoice Template - Select from list or add on the fly
e. Provider - SIS Student Provider
f. School - School that corresponds to the Payment Method, GL Code, and 

Store on Invoice Template
g. Course - Select from synced Courses
h. Auto Assessment - Yes or No (Must be enabled in Options)
i. Max Course Assessment - Set this to prevent additional invoices from being 

created when a course is taken multiple semesters or when a class change 
occurs

Manage Course Fees





Course Fees

1. Assessment
a. Manual Assessment

i. Assess by Term, Course, or Class
b. Auto Assessment

i. Invoices are automatically assessed based on options

2. Reporting
a. Assessed, Not Assessed, Assessed and No Longer Enrolled

i. Ability to Waive in bulk based on these designations

3. Maintenance & Payment
a. Course Fees will create an Invoice that can be managed and 

paid for like any other MSB Invoice

Assessment & Tracking



Course Fees

1. Fees > Course Fees > Assess
a. Provider - SIS Student Data Provider 
b. School - Which school are you assessing for?
c. Term - Typically individual Semesters or whole School Year
d. Course - Optional if you want to assess an individual course 

and not all courses available on a Term
e. Class - Optional if you want to assess an individual class and 

not all classes available on a Term (Course does not need to be 
selected)

2. Next
3. Review, Preview, and/or Export

a. Assess Count - How many invoices will be assigned
b. Skipped Count - How many will be skipped based on settings
c. Assessed Count - How many invoices that will not be assesses 

because they have been previously assigned
d. Assess Fees 

Manually Assess Course Fees





Course Fees

1. Fees > Course Fees > Report
a. Provider - SIS Student Data Provider 
b. School - Which school are you assessing for?
c. Term - Typically individual Semesters or whole School Year
d. Course - Optional if you want to assess an individual course and 

not all courses available on a Term
e. Class - Optional if you want to assess an individual class and not 

all classes available on a Term (Course does not need to be 
selected)

f. Filter By
i. Assessed - Students that have been invoiced
ii. Not Assessed - Students that have not yet been invoiced 

but have an applicable Course Fee
iii. Assessed but not enrolled - Students that have been 

invoiced but are no longer enrolled in the Course
g. View Report or Send to Excel

Course Fee Reports & Options





Section Title
External Fee Integration



External Fee Integration

● Fees that originate from an outside vendor
● Fees and payments are communicated between MySchoolBucks and the 

outside vendor
● Fees do not create invoices but they appear as invoices for payment

○ Admins can see these fees when viewing a Student Statement of Accounts Report
○ Fees can be accessed using the MSB Anywhere app or the Invoicing Cashier for in-person 

payments
○ An Invoice Template is used to select appropriate options for recording the fee payments 

in MSB
■ Overrides can be used to utilize multiple Stores, Departments, G/L Codes, and 

Payment Methods

● Updates in the source system will reflect on MSB
○ Timing of update depends on the type of integration





Section Title
MSB Pay (Checkout) Integrations



MSB Pay Checkout

● Fees originate from an outside vendor
● Fees and payments are communicated between MySchoolBucks and the 

outside vendor
● Integration with an outside vendor allows that vendor to: 

○ Build an MSB Checkout cart
○ Provide a unique link for that cart
○ Receive confirmation of payment when the cart is processed

● Customers can utilize Guest Checkout or log in to use their saved 
credentials

● MSB will reflect payment on a Payment Report
○ No other way to see the obligation in MSB





Section Title
Flat File Invoice Upload



Flat File Invoice Upload

1. Fill in the Flat File Invoice Template
a. Complete all of the required columns
b. Save the file as CSV (Comma Delimited)
c. Use Notepad to remove the header row of the Flat File

2. Upload the File to MSB using the MSB Agent
a. Log into your invoices account on the agent
b. Upload the CSV File to the agent

3. Review the Invoices on MySchoolBucks
a. Navigate to Invoices > Invoices
b. Confirm that the invoices look as you were expecting

4. Need help?
a. Contact Support: 1-800-803-6755

Import Invoices From a Flat File Using the MSB Agent





Delete the Header row in Notepad:














